NOTICE OF VACANCY
TITLE:  

Access Worker II
PROGRAM:  
ACCESS & UTILIZATION

POSTING DATE:  
March 3, 2008
POSITION RESPONSIBILITIES: Responsible for basic access functions with an emphasis on scheduling appointments for clinical staff; processing of daily receipting for clinical staff; conducting fee sets and follow-up. Additionally responsible for data entry of client information and heavy phone and personal contact with clients. 

QUALIFICATIONS:  

· 3 years of college with a minimum of 5 years experience in a similar setting

· Combination of education and experience will be considered in lieu of educational requirement. 

· Strong phone and organizational skills. 

· Strong computer skills including Word, Excel and data entry. 

· Willingness to learn new applications. 

· Ability to remain personable and professional while managing multiple tasks. Cultural competency required. 

· Bilingual skills preferred.
SEND RESUME TO: 
Lucie Rivera, Human Resources Generalist




The Village for Families & Children, Inc





331 Wethersfield Avenue




Hartford, CT 06114
E-mail:  jobs@villageforchildren.org

The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, a United Way member agency, and accredited by the National Council on Accreditation of Services to Children and Families.

Our Mission:

To Build a Community of Strong, Healthy Families who Protect and Nurture Children

